[bookmark: _GoBack]Attendance: 
To enter attendance for your group meetings.  
Select the Attendance tab, click the Mark Attendance button.
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The date will default to the current date but it may be adjusted as needed, you also have the option to title your attendance report. (ex: Chewbacca led group, Meeting held at beach, etc.) 

Click Save.




Your group members will show in this window. 
Clicking on the person will add them to the members in attendance.
Changes are automatically saved.
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Save the report once to start taking attendance. _
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Click on a person to toggle them between present and absent. Changes below are saved immediately.
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